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BUDGET WORKSHEET EXHIBIT B-1
 (Rev. 1/12) Page 1

Name of County FY 2012-2013

Contract Number

PERSONNEL SERVICES

Salaries and Wages

Employee Name Position/Class   #FTE X Pay Rate X Time Contract Amount

Cindy Marie Absey Director 0.1 42.91 208 8925

Vernanne Cohen Claim Specialist 0.5 26.22 1040 27269

Kelly Wilson Claim Specialist 1 26.22 2080 54538

Tori Helms Administrative Asst. 1 20.01 2080 41621

Total Salaries and Wages 132353

Fringe Benefits

Employee Name Position/Class   #FTE X Pay Rate X Time Contract Amount

Cindy Marie Absey Director 0.1 5079

Vernanne Cohen Claim Specialist 0.5 15799

Kelly Wilson Claim Specialist 1 31600

Tori Helms Administrative Asst. 1 26336

Total Fringe Benefits 78814

TOTAL PERSONNEL SERVICES 211167

CONTINUE ON NEXT PAGE

San Luis Obispo

VCGC2058

 



BUDGET WORKSHEET (Rev. 1/12) EXHIBIT B-1

Page 2

Name of County FY 2012-2013

Contract Number

OPERATING EXPENSES Contract Amount

Rent (Square feet=           )

Utilities

Insurance

Equipment rental

Equipment repair

Office supplies

Telephone

Postage

Expendable equipment (non-capitalized assets)

Overhead 2729

Training

Data Processing

Other

Travel - Meetings, conferences 1300

Travel - Training

TOTAL OPERATING EXPENSES 4029

TOTAL AMOUNT OF CONTRACT FOR THIS YEAR 215196

Does your county direct any non-VCGCB funding toward the services provided under this contract?

Yes x No

Source of funding Amount

Personnel Services

Operating Expenses

Total 0

If yes , please list any additional funds provided for operation of this verification unit.

Please describe the source of funding. 

San Luis Obispo

VCGC 2058

 



County of San Luis Obispo
VCGC2058

EXHIBIT C 

GENERAL TERMS AND CONDITIONS 
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POLICY MEMO 

MEMO NUMBER:

06-00-003 

SUBJECT: 

VCGCB Information Security Policy 

DATE ISSUED:

November 15, 2006 

REPLACES: 

Policy # N/A 

EFFECTIVE DATE:

December 1, 2006 

REFERENCE: 

State and Consumer Services Agency, Information Security Program 

ISSUING DIVISION:

EXEC / ISO 

 

Purpose 

 

The Victim Compensation and Government Claims Board (VCGCB) 
Information Security Policy defines the rules for information security that 
apply to our business activities. This policy also provides a foundation for 
additional practices and standards that will more specifically communicate 
VCGCB rules related to information security. 
 

 

Information Security 
Program 

 

The VCGCB has established an Information Security Program to protect 
the confidentiality, availability, integrity and privacy of VCGCB information 
and supporting assets.  The Information Security Program provides an 
integrated set of requirements that complement the VCGCB strategic goals 
and securely achieves its objectives and priorities.
  

(Related California Code: Government Code Sec. 11771; SAM 4841)

 

 

Responsibility 

 

 

The Information Security Officer is responsible for developing, 
implementing, and operating the Information Security Program. The 
Information security Officer Reports directly to the VCGCB Executive 
Officer. 
 

The Information Security Officer will develop and implement policies, 
practices, and guidelines that protect the confidentiality, availability, and 
integrity of all VCGCB information and supporting assets. The Information 
Security Officer also promotes information security awareness, measures 
adherence to information security policies, and coordinates the response 
to information security incidents. 
 

The Information Security Officer chairs the Information Security Advisory 
Committee that includes members representing all VCGCB divisions. The 
Information Security Advisory Committee is responsible for reviewing, 
advising and recommending approval of information security practices and 
standards.  

 

The Information Systems Section is responsible for the implementation 
and administration of VCGCB information security policies, practices, and 
guidelines for all VCGCB information systems and networks. 
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(

All VCGCB employees, consultants, and contractors are responsible for 
protecting VCGCB information assets and complying with VCGCB 
information security policies, practices, and guidelines. All VCGCB 
employees, consultants, and contractors are also responsible for reporting 
any suspected or known security violations or vulnerabilities to the 
Information Security Officer.(
(

(Related authorities: Government Code Sec. 11771; SAM 4841.1)(

(

Compliance(
(

All VCGCB employees, consultants, and contractors must comply with 
VCGCB Information Security policies, practices, and guidelines.

Failure to comply with VCGCB Information Security policies, practices, 
and guidelines by State employees may result in disciplinary action up to 
and including termination of State employment. Failure to comply with 
VCGCB Information Security policies, practices, and guidelines by 
consultants or contractors may result in punitive action up to and including 
termination of their contract.

In some cases, the failure to comply with VCGCB Information Security 
policies, practices, and guidelines may result in additional civil and criminal 
penalties.

Compliance of VCGCB divisions and offices with VCGCB Information 
Security policies, practices, and guidelines must be enforced by the 
supervisors and managers of these divisions and offices.

The VCGCB overall compliance with Information Security policies, 
practices, and guidelines will be monitored by the Information Security 
Officer.(
(

(Related California Code: Government Code Secs. 19570-19589, 19590-19593, 
19990; Penal Code Secs. 502; SAM 4841.2)(
(

(

Risk Management(
(

The VCGCB will identify and mitigate risks to the confidentiality, 
availability, and integrity of VCGCB information assets. Information 
security risks must be reported to the owner of the information or 
information system asset and the owner of that asset will ultimately 
determine the impact of the risk and the appropriate mitigation approach.(
(

The Information Security Officer operates the Information Security Risk 
Management program. Under this program, the Information Security 
Officer participates in the development of new information systems and 
periodically assess existing information systems to identify and mitigate 
information security risks. The Information Security Officer works with the 
appropriate VCGCB divisions and offices to determine the impact of the 
risk, identify the appropriate mitigation activities, and monitor the 
successful completion of the mitigation activities.(
(

(Related California Code: Government Code Sec. 11773)
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(

(

Life Cycle Planning(
(

The VCGCB will address information security as part of new projects 
involving major business activities or significant enhancements to existing 
business.(
(

Projects will comply with all applicable Information Security Policies and 
Practices and include provisions for the effective implementation and 
administration of the information security processes required for 
compliance.(
(

(Related California Code: Civil Code Secs. 1798-1798.78)(

(

(

Awareness and 
Training(

(

The VCGCB maintains a mandatory information security awareness 
program. The Information Security Officer will ensure that the appropriate 
information security awareness training is provided to all VCGCB 
employees, consultants, and contractors.(
(

(Related California Code: Civil Code Secs. 1798-1798.78)

(

Physical Security(
(

The VCGCB safeguards its business areas and resources to protect and 
preserve the availability, confidentiality, and integrity of the department’s 
information assets. Only authorized individuals are granted physical 
access to sensitive VCGCB business areas. (
(

(Related California Code: Government Code Sec. 11771)(
((

(

Contingency and 
Disaster
Preparedness(

(

The VCGCB Business Services Section ensures that the VCGCB has 
sufficient plans, resources, and staff to keep critical VCGCB business 
functions operating in the event of disruptions.(
(

Contingency plans must be tested at a frequency sufficient to ensure that 
they will work when needed.(
(

(Related California Code: Government Code Secs. 11773, 14740-14769)(

(

(

Incident Handling(
(

The VCGCB Information Security Officer implements practices to minimize 
the risk associated with violations of information security and ensure timely 
detection and reporting of actual or suspected incidents or violations.(
(

All VCGCB employees, consultants, and contractors are responsible for 
reporting any suspected or confirmed security violations and incidents in a 
timely manner. The VCGCB investigates information security violations 
and incidents and referring them to state and federal authorities when 
appropriate.(
(

(Related California Code: Civil Code Secs. 1798-1798.78; Government Code Secs. 11771; 

Penal Code Secs. 502)(

(

(

Identification and 
(

All users are individually identified to the information system(s) they use. 
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Authentication( Their identity is verified to the system using information that is only known 
by the individual user and the system. The user and the system will protect 
this verification information with sufficient care to prevent its disclosure 
and ensure its integrity.(
(

The identification and verification process must be strong enough to 
establish a user’s accountability for their actions on the information 
system.(
(

(Related California Code: Government Code Secs. 11771, 20230) 

(

Access Control(
(

Access to all VCGCB information systems and information assets is 
controlled and the owner of each system or information asset must 
approve all user access. Users are provided access to only those systems 
and information assets required to perform their current VCGCB duties. (
(

VCGCB information systems must have the capability to restrict a user's 
access to only information and/or functions necessary to perform their 
VCGCB duties.(
(

(Related California Code: Civil Code Secs. 1798-1798.78; Government Code Secs. 6250-

6270, 11771)(

(

(

Audit Trail(
(

All information system activities are subject to recording and routine 
review. Audit trail records must be sufficient in detail to facilitate the 
reconstruction of events if a compromise or malfunction occurs.(
(

Audit trail records must be provided whenever access to a VCGCB 
information system is either permitted or denied; or whenever confidential 
or sensitive information is created or modified.(
(

Audit trail records are created and stored with sufficient integrity and 
duration to hold a user accountable for their actions on a VCGCB 
information system.(
(

(Related California Code: Civil Code Secs. 1798-1798.78; Government Code Secs. 11771)(

(

(

Data Ownership (
(

All information assets have a Data Owner who is assigned by VCGCB 
management. The Data Owner is responsible for authorizing access to the 
information, assignment of custody for the information, classifying the 
information, and approving any contingency plans affecting the 
information.(
(

(Related California Code: Civil Code Secs. 1798-1798.78; Government Code Secs. 11771, 

14740-14769, 20230)(

(

(

Information 
Classification(

(

All VCGCB information assets are classified by their Data Owner 
according to the confidentiality of the information and its importance to 
VCGCB operations. In addition to any classification of information required 
for business purposes, the classification identifies if the information is 
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confidential or subject to release as a public record as required by law. It 
also identifies information critical to the continuance and success of 
VCGCB operations.(
(

(Related California Code: Civil Code Secs. 1798-1798.78; Government Code Secs. 11771, 

11772, 20230)(

(

(

Information 
System Security 
Practices(

(

All VCGCB information systems and information system infrastructure 
elements will have specific practices, guidelines, and procedures that 
govern their operation relative to information security. All VCGCB 
information systems and information system infrastructure elements will 
conform to these practices, guidelines, and procedures unless the 
Information Security Officer has approved a specific exception.(
(

(Related California Code: Government Code Sec. 11771)(

(

(

Where to file this 
memo(
(

(

File this Memo in the Administrative Policy Manual 
(

(

Who to contact for 
questions 

 

(

For any questions about this Memo please contact your supervisor or 
manager, or the VCGCB Information Security Officer by e-mail at 
iso@vcgcb.ca.gov
(

 

Distribution List
(

All VCGCB Staff(
(
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Victim Compensation and Government Claims Board 
400 R Street  Sacramento, California 95811 

Telephone: (800) 777-9229 
Internet: www.vcgcb.ca.gov

STATE OF CALIFORNIA 
ARNOLD SCHWARZENEGGER, Governor 

VCGCB CONFIDENTIALITY STATEMENT 

It is the policy of the California Victim Compensation and Government Claims Board 
(VCGCB) that all computerized files and data that contain Board client information, as well 
as all information and documents associated with such files and data, are “confidential” and 
shall not be disclosed except as required by law or specifically authorized by the VCGCB.  It 
is also the policy of VCGCB to ensure that all information is secured as set forth in VCGCB 
Information Security Policy, Memo number 06-00-003. 

Under this policy, all VCGCB employees and contractors must respect the confidentiality of 
VCGCB data by not disclosing any files or data accessible to them through their 
employment, contract, or affiliation with the VCGCB. 

The Contractor shall notify the VCGCB Information Security Officer immediately if a 
suspected security incident involving the data occurs. 

ACKNOWLEDGEMENT 

I have read and understand the above statement and VCGCB Information Security Policy, 
Memo number 06-00-003.  I understand that it is my responsibility to abide by the 
confidentiality policy and security policy of VCGCB and to share these contract provisions 
with any staff under my supervision.  I understand that improper use of these systems could 
constitute a breach of contract.  I further understand that I must maintain the confidentiality 
of all VCGCB files, data, information and documentation once my contract or affiliation with 
the VCGCB ends. 

________________________________  ____________________________ 
Signature      Date 

________________________________  ____________________________ 
Name (Print)      Affiliation (County/Vendor) 

(

FRED AGUIAR 
Secretary 

State and Consumer Services Agency 
Chairperson 

JOHN CHIANG 
State Controller 
Board Member 

MICHAEL A. RAMOS 
San Bernardino County District Attorney 

Board Member 

JULIE NAUMAN 
Executive Officer
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CalVCP CONFIDENTIALITY 
STATEMENT

 
 

Purpose of Confidentiality Statement: 
 
It is the policy of the Victim Compensation and Government Claims Board (VCGCB) that 
all computerized files and data that contain Board client information, as well as all 
information and documents associated with such files and data, are “confidential” and 
shall not be disclosed except as required by law or specifically authorized by the 
VCGCB.  I also acknowledge that it is the policy of the VCGCB to ensure that all 
information is secured as set forth in the VCGCB Information Security Policy, Memo 
number 06-00-003 and that all VCGCB employees and contractors must respect the 
confidentiality of VCGCB data by not disclosing any files or data accessible to them 
through their employment, contract, or affiliation with the VCGCB. 
 

State Employees and Contractors: 

I,_____agree to protect confidential information in the following ways: 
  INITIAL 
 

     Access, inspect, use, disclose, or modify information only to perform job 
duties. 

  Never access, inspect, use, disclose, or modify information, including my 
own, for curiosity, personal gain, or any non-VCGCB business related 
reason. 

  Never attempt to access, use, disclose, or modify information, including my 
own, for any non-VCGCB business or personal reason. 

  Secure confidential information in approved locations and dispose of 
confidential information or confidential materials using the confidential 
destruction receptacle.  Not destroy any original copies of information 
submitted to the VCGCB without prior authorization from the Executive 
Officer, Chief Deputy Executive Officer, Deputy Executive Officer, or Legal 
Counsel. 

  Log off of computer access to VCGCB data and information when not using 
it. 

  Never remove confidential information from my work site without prior 
authorization from the Executive Officer, Chief Deputy Executive Officer, 
Deputy Executive Officer, or Legal Counsel. 

  Never disclose personal information regarding anyone other than the 
requestor unless authorized to do so by the Executive Officer, Chief Deputy 
Executive Officer, Deputy Executive Officer, or Legal Counsel.  “Personal 
Information” means any information that identifies or describes an individual, 
including but not limited to, his or her name, social security number, physical 
description, home address, home telephone number, education, financial 
matters, medical or employment history, or statements made or attributed to 
the individual. 
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Confidentiality Statement (cont.) 
 
 

 Never disclose any information related to a Victim Compensation Program 
(VCP) application, including whether an individual has filed a VCP 
application, unless it is under the following circumstances: 1) the request for 
information is from an applicant or the applicant’s authorized representative 
regarding his or her own application, 2) the disclosure is for the purpose of 
verifying claims and the applicant has provided a signed authorization to 
release information, or 3) are authorized to disclose the information by the 
Executive Officer, Chief Deputy Executive Officer, Deputy Executive Officer, 
or Legal Counsel.  

 Never release a copy of a law enforcement report to any individual, including 
a VCP applicant.  Law enforcement reports include, but are not limited to, 
reports by police, CHP, sheriff departments, DOJ, FBI, Child Protective 
Services, and the Department of Social Services. 

 Never disclose a Felon Status Verification Request completed by DOJ to any 
individual outside of the VCGCB. 

 Never disclose any other information that is considered proprietary, 
copyrighted, or otherwise protected by law or contract. 

 Inform the VCGCB Public Information Officer immediately of any request 
made under the Public Records Act (Gov. Code, § 6250 et. seq.). 

  Inform a server of a subpoena that the subpoena shall be personally served 
on the VCGCB at 400 R Street, 5th Floor, Sacramento, CA, 95811, Attn: 
Legal Office.  Contact the VCGCB Legal Office at 916-491-3605 regarding 
any subpoena received by the Board. 

  Notify the VCGCB Information Security Officer immediately if a suspected 
security incident involving the data occurs. 

 
 
I,_____acknowledge that as a state employee or individual performing work pursuant to   
  INITIAL  a contract with the VCGCB, I am required to know whether the information I have 

been granted access to is confidential and to comply with this statement and the 
VCGCB Information Security Policy, Memo Number 06-00-003.  If I have any 
questions, I will contact VCGCB’s Legal Office or Information Security Officer. 

 
I,_____acknowledge that the unauthorized access, inspection, use, or disclosure of  
  INITIAL  confidential information is a violation of applicable laws, including but not limited 

to, the following: Government Code sections 1470 et seq, 6254.17, and 
19990(c), Civil Code section 1798 et seq., and Penal Code section 502.  I further 
acknowledge that unauthorized access, inspection, use, disclosure, or 
modification of confidential information, including my own, or any attempt to 
engage in such acts can result in: 

 
  Administrative discipline, including but not limited to: reprimand, suspension 

without pay, salary reduction, demotion, and/or dismissal from state service. 
!  Criminal prosecution. 
!  Civil lawsuit. 
!  Termination of contract. 

 
I,_____expressly consent to the monitoring of my access to computer-based confidential  
  INITIAL  information by the VCGCB or an individual designated by the VCGCB. 
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CERTIFICATION 

I have read, understand, and agree to abide by the provisions of the Confidentiality 
Statement and the VCGCB Information Security Policy, Memo number 06-00-003    
I also understand that improper use of VCGCB files, data, information, and systems 
could constitute a breach of contract.  I further understand that I must maintain the 
confidentiality of all VCGCB files, data, and information once my employment, contract, 
or affiliation with the VCGCB ends.  This signed Certification will be retained in my 
Official Personnel File in Human Resources. 
 
If I am a contractor, I understand that it is my responsibility to share these contract 
provisions with any staff under my supervision and ensure that they comply with its 
provisions.   
 
 
 
________________________________  ____________________________ 
Signature      Date 
 
________________________________   
Name (Print) 
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INVOICE WORKSHEET  !!"#$%&'!()))*

County and Agency: Contract Number: 

Name:

Name:

Name:

Name:

Name:

Name:

Name:

Name:

Operating and Overhead Expenses

Utilities

Insurance

Equipment rental

Equipment repair

Office Supplies

I certify that this is a true billing of expenditures.
ACCOUNTING OFFICER SIGNATURE DATE

NAME AND TITLE TELEPHONE NUMBER

ADDRESS PAYMENTS TO BE SENT TO:

FRINGE BENEFITS

TOTAL EXPENDITURES

Total Operating Expenses

Overhead

Telephone

Rent

Equipment (capitlized assets)

Data Processing

Other

OTHER

Total Personal Services

Description of Expenses

Travel

Postage

Expendable Equipment (non-capitalized 

assets)

Training

Position Classification and Timebase

SALARIES AND WAGES

Personal Services
Month/Year

______________
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State of California           Victim Compensation & Government Claims Board

Equipment Purchase Authorization Request Business Services Section 

VCGCB-ADM-6070

County:

Software: $

$

Why is this equipment needed: (i.e., VOX access for new staff, current computer old/slow, etc.)

Name:

E-Mail Address:

COUNTY CONTACT

Software:  (i.e., ProCom, Access, Windows, Excel)

Model No:Make of Equipment:

EQUIPMENT PURCHASE
JUSTIFICATION/AUTHORIZATION REQUEST

The following information must be provided in order for authorization to be granted for the purchase of equipment through the county contract.

As stated in the contract, ALL EQUIPMENT PURCHASES MUST BE JUSTIFIED BY THE REQUESTING COUNTY AND APPROVED BY

THE VICTIM COMPENSATION PROGRAM PRIOR TO PURCHASE, or the purchase may not be authorized and paid from the contract. A

separate form must be completed for each piece of equipment being requested.

Attach additional sheets or documents as needed.

Fiscal Year of Contract:

Phone No:

Cost for- Equipment:

How was this equipment selected and description of item(s):  (Selection, i.e., 3 bids for 

comparison; description of item, i.e., lateral file - width, height and number of drawers)

TOTAL COST (please include taxes and delivery 

charges):

 !!"#$%&'!()
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State of California           Victim Compensation & Government Claims Board

Equipment Purchase Authorization Request Business Services Section 

VCGCB-ADM-6070

Approved as submitted

Signed:

Signed:

 Asset Tags Sent DATE:

Schedule of Equipment Sent Date:

Received     Date:

Signed:

Revised:  11/03/03

BSS- Issuing of Asset Tag Stickers

   Denied
Date:

   Approved --Upon Approval -Forward copy to FBOS: ATTN.  Lupe Rivera

Approved with changes (noted above)

Denied

Date:

For Victim Compensation Program Staff Use Only:
BSS/ISS Comments:

Restitution Recovery Staff  or CLASS Analyst Staff Comments:

 !!"#$%&'!()
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VICTIM COMPENSATION AND GOVERNMENT CLAIMS BOARD                                                                                    VCGCB 

 

 

 

POLICY MEMO 

SUBJECT:  Imaged Document Confidential Destruct Policy – Document Receiving  
Section (DRS) 

DATE ISSUED:  December 17, 2008 EFFECTIVE DATE:  Immediately 

SUPERCEDES: N/A EXPIRES:  Indefinite 

MEMO NUMBER:  09-001 ISSUED BY:  Executive Office 

 

PURPOSE: It is the policy of the Victim Compensation and Government Claims Board 
(VCGCB) to properly retain and dispose of documents scanned into the 
California Compensation and Restitution System (CaRES) in a timely manner to 
save storage and handling costs. 

AUTHORITY: California Codes 
Penal Code Section 11106.1, 11106.2 
Evidence Code Section 1550-1553 
Government Code Section 12159-12179.1  

International Organization of Standardization 
ISO 15489-1-Information and documentation -Records management, Part 1  
ISO/TR 15489-2-Information and documentation -Records management, Part 2 

POLICY: According to the California Codes, any document imaging system that does not 
permit additions, deletions, or changes to the original document, may be used as 
a photographic reproduction process to record documents, as long as a trusted 
system is utilize.  A “trusted system” means a combination of techniques, 
policies, and procedures for which there is no possible scenario in which a 
document retrieved from or reproduced by the system could differ substantially 
from the document that is originally stored.  The CaRES claims management 
system is fully compliant with these requirements. 

Based on these requirements, an original document that has been electronically 
imaged into CaRES can be destroyed when the following document guidelines 
and retention periods have been observed. 
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VICTIM COMPENSATION AND GOVERNMENT CLAIMS BOARD                                                                                    VCGCB 

Document Guidelines 

All documents received by the DRS are scanned in batches of like documents, 
such as new applications and bills, and include a batch header sheet.  Quality 
control measures are then performed on every document released to the CaRES 
system.  The first quality control measure is performed by the individual who 
scans the document; the second by the individual performing document 
validation; the third by the individual performing quality assurance.  The 
document is then released to the CaRES system. The batch header sheet 
details the document types and the date and time the batch was scanned. 
Following scanning, these batches are placed in boxes labeled by batch type 
and divided by date and time.

Retention Period 

All paper documents that have been imaged and released into the CaRES 
system will be retained by the File Room for a period of twelve (12) months. This 
period is determined by adding twelve (12) calendar months to the date the 
documents were released or imported into the CaRES system.  If a business unit 
requires an original document, they may retrieve it through the DRS within 
twelve (12) months of the original scan date.  At the end of the twelfth month, the 
documents will be labeled and placed in the designated Confidential Destruct 
location in the File Room.  These documents will then immediately be scheduled 
for Confidential Destruct.  The documents will be sent to either the State 
Records Center for confidential destruction or scheduled for onsite confidential 
shredding with a certified confidential shredding service.   

If you have any questions, please contact Cindy DeYoung, Manager, Business 
Services Section, at (916) 491-3860. 
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OVERPAYMENT CHECKLIST 
Claim Number: Date:
Claimant name and address: 

Phone No: 

Victim’s name and address: 

Phone No: 

Filed by name and address 

Phone No. 
Date of Crime: 
Synopsis of Crime: 

Please enter a brief description of how the overpayment occurred: 

Total Overpayment 
$

Overpaid Amount Dates of Service/ 
Start date 

Overpaid party name and 
addressClaimant Provider 

Medical Bill 

Mental Health Bill 

Relocation 

Funeral/Burial

Income Loss 

Support Loss 

Attorney fees 
Prepared by: Date: Supervisor: Date: 

    
Potential Fraud:   (  )No    (  )Yes High Profile:   (  )No     (  )Yes Sensitive:   (  )No     (  )Yes 
Please enter a brief description for any Yes box checked above:

Outcome of phone call to overpaid party: 

RECOMMENDATION:      (  ) Collect             (  ) Offset      (  ) Waive 

Prepared by: Date: Supervisor: Date: 

QA Manager Review: Date: CDEO Review: Date 

Regional Manager Review: Date: DEO-VCD Date 

 !!"#$%&'! ()))
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VCGCB County Inventory Form 
In accordance with Exhibit D.10 of the Victim Compensation and Government Claims Board (VCGCB) contract with the County, the 
VCGCB Inventory Form must be completed and returned to the VCGCB no later than June 30th of each year.

Please complete all requested information.  The only assets to be inventoried on this form are those purchased by the VCGCB or with
funds from the VCGCB.  For a list of assets that must be inventoried, please see details at the bottom of this form.  For any questions on 
this form, please contact your VCGCB County Analyst. 

Return the completed form to VCGCB at: BSSSupport@vcgcb.ca.gov.

County Name VCGCB Contract 
Number

Date Address Contact Information 

      Name:       

Phone Number:       

Email Address:       

Asset Inventory 

*Asset Type Location Serial / Model 
Number

Manufacturer Asset Tag # Comments 

                                    

                                    

                                    

                                    

                                    

                                    

                                    

*The following assets must be inventoried:  IT Assets (computer, monitor, fax machine, desktop or network printer, scanner, laptop)
Non-IT Assets (copier, shredder, recorder, TV, any type of furniture – chair, bookcase, cart, credenza, file cabinet, hutch, etc.)

For additional assets, please include on a separate document using the same format as this form. 


